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The Man 
WilliamT. Lawler 
The following brief scenario may have 
come from any of a number of Hollywood 
productions: 
MR. BUSINESS TYCOON (to his secretary): 
'MissWelendowd, set up a four-day 
meeting for all my sales managers in San 
Francisco tomorrow." 
MISSWELENDOWD: "Yes, sir." 
Miss W. leaves office of Mr. Tycoon, sits 
down at her desk, picks up the phone and 
dials a number. 
MissW: "Gracious Hotel? This is the 
Havaplenty Corporation. We will be flying 
eighty of our people in tomorrow for a 
four-day sales meeting. You'll make all 
the arrangements? Fine. Thank you." 
Miss W. hangs up phone, signals to 
Mr. Tycoon on intercom. 
MissW: "Mr. Tycoon, I've made all 
arrangements for the meeting in San 
Francisco tomorrow." 
There may have been a time when setting 
up a meeting required little more effort 
than reserving a table for four at a local 
restaurant. But those days are long gone 
—if they ever really existed. Today's 
meeting planner and coordinator depends 
on extensive files, schedules usually set 
up more than a year in advance and—as 
the ultimate indication of his acceptance 
of advanced technology—that 
omnipresent servant of modern man, 
the computer. 
For a major accounting firm like Haskins 
& Sells, meetings have become as 
important as the electronic calculator. 
And the methods that must be employed 
range from something as basic as a 
personal "undercover" inspection of a 
potential meeting site to techniques 
People and places...Charles Goldsmith, 
member of the Continuing Education 
Section responsible for management 
education, reviews upcoming meeting with 
Bill Lawler and Sylvia Brochstein, who 
assists Bill in the meetings coordination 
program. Calendar at right shows some of 
the meetings scheduled during the year. 
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Behind 
The 
Meetings 
requiring a high degree of sophistication 
in knowing how to get the information 
you need from a computer or keeping 
abreast of the latest developments in 
the audio-visual field. 
Up to about a year and a half ago the 
Continuing Education Section of 
Executive Office (the name, originally 
Professional Education and Development 
Department, was changed in mid-1973 
to reflect more accurately the focus of 
the section's prime efforts) coordinated 
only those training meetings it developed 
and presented. These included training 
seminars for first-year accountants as 
well as more advanced sessions, such as 
those covering material in the Firm's 
five-year "Core Program." 
Other meetings were handled by the 
division, department or section scheduling 
a particular conference. The result was a 
lack of coordination. 
Perhaps even more serious was the loss 
of talent and information, simply because 
the lessons learned by one person 
coordinating a meeting frequently were 
never made available to others and often 
not even util ized a second ti me by that 
individual. 
In October of 1972 William T Lawler 
joined our Firm as meetings coordinator. 
Before coming to H&S, Bill was manager 
of creative services for Cities Service Oil 
Co. His earlier experience included a 
stint as meetings/graphics coordinator in 
the overseas operations division of H&S 
client General Motors Corporation. 
Sylvia Brochstein, the second member 
of the meetings coordination team, joined 
Haskins & Sells in December 1972 as 
secretary to Colin Park, then partner in 
charge of the Continuing Education 
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Section. When Colin retired last summer, 
Sylvia began working with Bill. 
In 1972 Continuing Education had been 
responsible for arranging 14 meetings of 
its own, attended by some 1,350 persons. 
In that year, however, it had also taken its 
first tentative steps toward working for 
the Firm as a whole with the coordination 
of three major H&S meetings attended 
by 190 people. 
An Upward Trend 
After testing the water in 1972, CE and 
Bill Lawler really took the plunge the 
following year. The statistics for 1973 are 
impressive: a total of 19 CE meetings with 
1,800 in attendance, and 16 major Firm 
meetings attended by 950 people 
coordinated by the Continuing Education 
Section. The projections for 1974 show a 
continued upward trend. This year CE 
and Bill expect to coordinate 23 Section 
meetings with an anticipated attendance 
of more than 2,000, and 20 other Firm 
meetings with some 1,200 people 
participating. 
The schedule for 1974 gives some 
indication of the varied requirements 
Bill and Sylvia must satisfy. There are 
training seminars for first-year staff 
members, instructor training seminars, 
training directors seminars, report review 
sessions, management seminars for new 
partners and directors, seminars for 
senior accountants appointed in 1974, 
seminars for newly appointed managers 
and those appointed in 1971, initial and 
advanced courses for tax specialists, a 
seminar for personnel specialists, 
a recruiting seminar, national tax 
conference and MAS seminars. 
Bill's attitude toward his job is summed 
up simply: "Every meeting has its own 
personality." While this may seem 
straightforward enough on the surface, 
it does reflect the substantial number 
of varying factors which must be taken 
into account for each meeting. As one 
example, Bill favors a college campus as 
the site of sessions for the first-year 
accountants. "Most colleges and 
universities have excellent facilities," 
he says, "but what's even more important 
is the atmosphere and environment. It's 
an envi ronment they're f ami I iar with, 
one in which they are comfortable. 
Putting them at ease tends to make it 
that much easier for us to make an 
effective presentation." 
The presentation is the heart of any 
meeting, its very reason for existence. 
A meeting is held to convey information, 
and anything that lessens the 
effectiveness of the presentation 
reduces its overall value to the 
participants. Some of the sessions 
coordinated by CE fall into a format 
termed "guided discussion," but the 
theory is the same—the exploration of 
ideas in a learning environment. 
One of the complicating factors of Bill's 
job is that different meetings have 
different objectives—or to put it another 
way, the elements that combine to make 
one type of meeting effective may not 
work for another. If a college campus 
proves best for first-year staff, should 
it be used for people who have been with 
the Firm for several years? Absolutely 
not, Bill points out. The college campus 
was chosen not only for its facilities but 
for its atmosphere. Another meeting 
requires a different environment. 
"When we're dealing with what you 
could call more senior personnel," Bill 
says, "we usually prefer a more 
sophisticated resort-type conference 
center. One of our primary objectives 
with these groups is to set up a good 
mix, people from all over the country, 
so that they can exchange ideas." 
A resort setting provides the facilities 
for a variety of social activities where 
the people can mix and talk in a relaxed 
atmosphere. "One of the advantages of 
a resort," according to Bill, "is that it tends 
to keep everyone grouped together, 
which promotes the mixing, or socializing, 
we want." Even the room assignments are 
arranged so that no two people from the 
same practice office are together. Again, 
this attention to detail is vital if 
maximum benefits are to be gained 
from any meeting. 
Climate Is Key Factor 
Weather or climate is a major 
consideration in scheduling. With a 
wry smile Bill recounts the time a winter 
meeting was held outside Kansas City. 
"When we landed at the airport the whole 
area was locked in by a bad ice storm. It 
took hours to reach the site of the 
meeti ng, a tri p that usually takes about 
forty minutes. After satisfying myself 
that everyone was tucked in for the night, 
I proceeded with my former commitment, 
taking the meeting's instructors to dinner 
in Kansas City" Despite the weather the 
group fought its way to the city. "You can 
imagine my reaction when we entered 
one of Kansas City's main entertainment 
establishments only to find it full of H&S 
people. One thing you can depend on," 
he observed, "our people manage to find 
out where the action is and how to get 
there." The episode emphasized the 
need for additional on-site social functions 
to achieve the goal of social interaction. 
A meetings coordinator is very much like 
a football coach. For the latter, the long 
practice, strategy and training sessions 
can determine whether a team wins or 
loses. For the meetings coordinator, the 
initial planning may well mean the 
difference between a conference that is 
an unqualified success or one producing 
results not up to expectations. 
"It's surprising how important the little 
factors can prove," Bill says. "I remember 
attending a meeting once as an observer 
where there were several speakers who 
had brought 'visuals' to illustrate their 
talks. These required various slide and 
A-V equipment, but unfortunately no one 
had bothered to ensure that all the 
speakers used the same format for their 
illustrative material or even that the 
necessary equipment was on hand. And 
no one checked before the meeting to 
see if the equipment that was available 
would work with the slides and the visuals. 
"A good presentation or talk has an 
impetus of its own; ideally it must be 
sustained and unbroken in its rhythm. 
Any distracting elements—a projector's 
breaking down, the public address system 
going haywire, or even someone 
accidentally kicking the power cord out 
of a wall socket and cutting off a projector 
or microphone—can substantially reduce 
the effectiveness of a presentation. It's 
difficult to reestablish the rapport once 
the mood has been broken. 
"One problem that comes up occasionally 
is the resort or hotel that doesn't have its 
own A-V gear but rents it from a service 
in town. You just don't know how well it's 
been serviced and maintained. There's 
always the danger of a bulb burning out 
in the middle of a presentation, for 
example. A spare bulb is usually included, 
but you may have to wait twenty or thirty 
minutes until the unit cools off enough 
to change the bulb. This can raise hob not 
only with your schedule but with the 
effectiveness of the presentation. In 
some cases we make sure that back-up 
units are available for emergencies of 
this nature." 
The work of Bill Lawler and Sylvia 
Brochstein requires an in-depth 
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understanding of the many different 
factors and learning techniques that must 
be considered and employed for meetings 
with varying objectives. Finally, add to 
this the ability to oversee all the small 
but important details required of a 
professional meetings coordinator. 
Meetings today are a big business by any 
standards. Bill is constantly receiving 
promotional material from conference 
centers, hotels, motels and resorts, all 
touting the advantages of their cuisine, 
facilities and location. The greater the 
number of acceptable sites available for 
H&S meetings, the easier Bill's job 
becomes. 
"If I receive material from a facility and I 
think it might work for us, I have to check 
it out," he noted. This means a field trip 
to see if reality measures up to the 
promotional brochure. 
"I prefer to go to a potential faciIity as a 
paying guest, incognito so that they don't 
know I'm from H&S. The quality of their 
food and accommodations are important. 
I want to see if their facilities lend 
themselves to our type of meetings. For 
example, in a large number of meetings 
we hold a general session, usually at the 
start of the day and frequently right after 
the lunch break, which requires a room 
or auditorium large enough to hold 
everyone. Then we prefer to split the 
participants up, so we need a number of 
break-out rooms to accommodate these 
smaller groups. If it's a fairly large facility, 
we try to make sure little time is lost by 
seeing that the break-out rooms aren't 
spread out too much." 
Leisure-Time Facilities 
Another feature Bill has to check out is 
the recreational facilities. "We want to 
give those attending some option on how 
they spend their free time without it being 
necessary for them to drive forty miles 
for entertainment." 
For Bill, the quality of service determines 
whether or not a facility qualifies as a 
meeting place. "H&S puts a lot of money, 
time and effort into every meeting, and it 
can be largely wasted if you can't depend 
on the cooperation of the facility's 
management," he says. 
Once Bill has satisfied himself that a site 
may be suitable, he introduces himself 
to the management and holds detailed 
discussions with them. "In many cases 
we make demands that are quite unlike 
most standard business meetings, but are 
On the air...Bill Lawler inspects video 
console at the National Conference Center. 
Video facilities include small studio and 
capability for piping live or taped programs 
to center's auditoriums and conference 
rooms as well as to all 209 rooms at the 
adjoining Hilton Inn. 
On stage...Bill Lawler (left) and Coleman 
Finkel, president of the National Conference 
Center in East Windsor, New Jersey, confer 
in the facility's main auditorium, which can 
seat more than 200 people. Features of the 
hall include microphone outlets at every 
table, provision for rear and front-screen 
projection. Three H&S instructor training 
seminars are scheduled to be held at the 
NCC this year. 
Saving time...Sylvia Brochstein, who assists 
Bill Lawler in the meetings coordination 
program, checks print-out on computer 
terminal in Executive Office. Firm's 
time-sharing capabilities are utilized in 
several stages of arranging a meeting. 
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vital to the success of our programs. 
Facility management must not only be 
willing to make these concessions, but 
must guarantee they will be carried out 
properly This is especially important 
since occasionally we are forced to have 
two meetings overlap. We could be closing 
one session in the morning and opening 
another 100 miles away in the afternoon. 
This necessitates placing more reliance 
on the facility staff than we would like 
and is one of the reasons I place so much 
emphasis on the professional competence 
of on-site management." A facility that 
does "measure up" is moved into the file 
of acceptable meeting locations. 
I n any selection of sites, even the type 
of food available and local liquor laws 
are factors to be weighed. "Whenever 
possible, I try to have buffets rather than 
a more formal lunch where everyone sits 
down at a table for a solid meal. It's 
obvious that you can't please everyone 
when it comes to food, but you generally 
can get a greater variety with a buffet," 
he says. 
"Another advantage of the buffet is that it 
lets an individual eat heavy or light, 
whichever he prefers, and it lets him get 
a quick meal or take his time. When a 
person sits down at a table with several 
others, he often feels obliged to remain 
at the table until everyone is finished, 
even though he may want to eat quickly 
and leave. Also, more formal lunches 
tend to be on the heavy side and we 
prefer to see as few nodding heads at 
afternoon sessions as possible." 
Liquor and gambling laws have to be 
studied carefully. "In some places there 
are restrictions on how you can drink or 
where you can drink in the evening or on 
weekends. We don't want to violate any 
laws but we do want to make sure that 
those who like a social drink in the 
evening can get it right on the premises," 
Bill says. "Gambling laws have to be 
observed. In some locations you can play 
cards in the evening using money in 
others you have to use chips. These may 
seem like relatively unimportant details 
at what is basically a business meeting, 
but you can't expect someone to spend 
two, three or four days at a conference 
without some time for whatever form of 
recreation or relaxation he prefers. Some 
of the most productive business, 
give-and-take sessions are conducted 
while participating in a social card game." 
For Bill and Sylvia any meeting is the 
culmination of a long and painstaking 
process. Because meetings and 
conferences have become big business, 
and the supply of really good meeting 
places is still relatively limited in 
relation to demand, most sites have to 
be booked at least a year in advance. 
"If you want to hold a meeting at some 
of the really popular locations, you may 
have to reserve the space three or four 
years in advance—sort of like the 
problem people have with weddings." 
(As the father of three boys, arranging a 
wedding is at least one problem Bill 
probably won't be facing in the future.) 
Setting Up a System 
Because of the necessity for advance 
reservations, a considerable amount 
of both Bill's and Sylvia's initial efforts 
were devoted to putting the total meeting 
coordination program on a systematic 
basis. One of the first steps was 
organizing a file of meeting facilities, 
now one of Bill's basic tools. "We have 
initiated everything from implementing a 
system to produce name badges quickly 
and inexpensively, to developing a method 
in cooperation with our printer 
guaranteeing that all printed training 
material to be used at a conference 
arrives complete, in the proper order 
and on time. With our present system, 
all I have to know is how many cartons 
the printer has shipped to be able to 
calculate in a few seconds if that is the 
proper number to meet the seminar's 
requirements." 
Since the choice of a meeting site often 
depends on the number of people 
attending, Bill must receive these figures 
well ahead of time. Attendance data and 
specific meeting requirements are fed to 
Bill from the CE Section, the practice 
offices, the EO personnel section, or 
from the various departments scheduling 
a meeting. 
"I try to limit the number of individuals at 
any meeting to under 200 to achieve 
maximum benefits from the session," Bill 
says, "although we did stage at least one 
conference for about 400 people." One of 
his major headaches results from changes 
in the number of participants expected 
at a meeting. 
"We have to make our reservations, 
including rooms, meals and other facilities 
needed, well before the actual date. If we 
get changes in the number of participants 
between the time the reservation is made 
and the meeting begins, we have to 
modify our arrangements with the facility. 
Fortunately, most of them are flexible and 
we normally don't run into too much 
trouble. However, there have been 
occasions where only a month or so 
before a meeting we were notified that a 
substantially larger number of individuals 
would attend than originally planned. 
In some cases the first location could 
not accommodate the increase and we 
had to switch sites at the last minute." 
So far Bill has never found himself with a 
meeting coming up and no place to hold 
it—but that is one of his recurrent 
nightmares. 
The Efficiency of Time-Sharing 
The H&S time-sharing computer program 
has proved an invaluable asset to the 
meetings coordination program. "Access 
to the computer lets us know in minutes 
what might otherwise take hours or even 
days to research," Bill points out. Under 
his present system, for example, the 
United States has been divided into nine 
geographical areas.The computer can tell 
the total cost per man including 
transportation for holding a meeting 
in each of the nine areas. 
Once the basic information is gathered, 
such as the number of people attending 
and where they are coming from, type of 
meeting and special requirements if any, 
the computer will recommend the most 
economical location, print out an 
alphabetical list of participants and make 
room and dinner table assignments. Later 
the computer can be used to give the 
proper continuing education credit to 
those who attended a seminar. 
"Howyou breakdown sleeping and 
discussion room assignments can make 
a big difference in how much someone 
gets out of a meeting," Bill contends. 
" Before any session the CE Section sends 
each of the scheduled participants a form 
which he completes and returns to us. 
This provides a fair amount of personal 
and H&S-related background on that 
individual which is fed into the computer. 
The computer will then match those who 
should share rooms and be in the same 
discussion groups. 
"We try to have a room shared by two 
people in approximately the same age 
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bracket, but we don't want them coming 
from the same practice office. Discussion 
groups generally work better if all those 
in the group have roughly comparable 
professional experience. This selective 
grouping also allows us to pick the ideal 
instructor for each discussion unit," 
Bill noted. 
The selection of programs, instructors and 
speakers at a meeting is outside Bill's 
area of responsibility, although he does 
have to ensure that all their requirements 
are met. H&S people who will be serving 
as instructors for Firm meetings usually 
are recommended by practice office 
partners, with the final choice made by 
the Continuing Education Section. 
CE has worked up a" Program for 
Planning and Coordinating a Seminar," 
an 85-point outline that reviews all the 
steps necessary in scheduling a meeting. 
These are used when CE is assisting other 
offices or departments which want to 
hold a meeting. The form is intended to 
make the process of arranging a 
conference or seminar as nearly 
'fail-safe" as possible. 
A Shift in Emphasis 
Once the arrangements for a meeting 
have been concluded with a facility, 
emphasis shifts to overseeing the 
necessary preparatory work, including 
making the name badges; having the 
proper course and supplementary 
material prepared for printing; having it 
printed, collated and ready for shipment; 
and working with the speakers, 
consultants and instructors. This latter 
phase is particularly important, 
according to Bill. 
"We know what we want covered or 
discussed at these meetings," he says, 
"so we give all those making a presentation 
a rough outl ine of the areas to be 
included. After they've worked up their 
presentation, we review it to make sure it 
follows the guidelines we suggested." 
Bill spends a considerable amount of time 
in the field. Last year, for example, he 
was away from home 117 days—all of 
them at Firm meetings."One of CE's rules 
is that someone from the section be at 
every meeting," he points out. "I usually 
try to attend the first two days of any 
session and then turn it over to the 
technical coordinator from Con Ed 
responsible for that meeting. Sylvia 
frequently remains to assist. In cases 
where the conference is being held in 
a new facility for the first time, or if it 
is an especially important meeting, I'll 
usually stay for the whole session." 
Sylvia, who has begun to take over some 
of the "in-field" load from Bill (her first 
experience at coordinating a meeting on 
her own came last year at a Phase Four 
meeting in Washington), says she has had 
less trouble being "accepted" than she 
anticipated. "Some people seem to be 
surprised when they find out who I am 
and what my function is at a meeting, but 
on the whole the reaction has been 
friendly and cooperative." 
As she's been settling into her new role, 
Sylvia has been taking over more of the 
preliminary steps. She also keeps things 
moving while Bill is away and expects to 
attend more of the meetings this year 
than last. All this has left Bill more time 
to explore some of the new areas that 
potentially can benefit the H&S meeting 
program. 
"You can always find a way of doing 
something better," he believes,"and there 
are always new ideas that have to be 
evaluated. Some of our best ideas, for 
example, come from the seniors and 
managers who join the Continuing 
Education Section from practice offices. 
We've been able to utilize many of their 
suggestions to improve our meetings." 
Every participant at a meeting gets an 
evaluation form which he is asked to 
complete and return to CE after the 
meeting is concluded. The form asks for 
the individual's evaluation of specific 
sections of the program, as well as his 
opinion of the food, rooms, general 
service and instructors. These are 
analyzed and often used as the basis for 
making changes in future meetings. 
'We can't afford to become complacent," 
Bill says. "The reaction to a meeting of 
someone from a practice office may be 
quite different from my own. You can 
never put yourself completely in someone 
else's role, and you can't possibly 
experience all the reactions and 
impressions of more than a hundred 
different people with varying tastes, 
preferences and ideas. The meeting is 
being held for the participants, not for me 
or CE, so we are vitally interested in their 
opinions and reactions." 
With the accounting profession's growing 
emphasis on the importance of continuing 
education, and the increasing complexity 
of this country's economic and financial 
structure, it seems I ikely that there wi 11 
be a concurrent rise in the importance 
and number of Firm meetings, seminars 
and conferences. For Bill Lawler and 
Sylvia Brochstein this will pose not only 
problems, but new challenges and new 
avenues to explore in a continuing effort 
to make each meeting more meaningful 
and valuable to those attending. • 
H A R R Y LEVY 
On camera...Members of the Continuing 
Education Section rehearse pilot training 
film being recorded on videotape. The 
Section is exploring the potential of video 
for use in training programs to be presented 
both at practice offices and at Firm meetings, 
conferences and seminars. 
